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CONFIBENTIAL Fons

5 Jane 1970
MEMORARDUM FOR: Chief, Suppurt Bervices 8Staff
SUBJECT : Progress Report on Payroll Forms for SIPS

1. This {s for your information only.

2. As noted in our merorandum of 15 May 1770, we requested
the subject forms on 8 May. Bixteen drafts were hund carried io
Forms Management on 26 May and on 2 June we recelved another
draft for o new form.

3., The Formg Manegewent Sectlon worked on the forms from
Maey 27 to June 5 with the following results:

a. A question wee raised here concerning the numerical codes
used on the "Other States Withholding Bxerptlon Certificete”.
Research by SIFS revealed an obsolete numeric code had
been sent to us and they substituted the new code published
by the Bureeu of the Budget (1368) which is %o be used for
mechine langusge between agencies. Additionsl discussions
within SIPFS resulted in the eliminstion of the proposed
form Gue to the small percentnge of sgency ermployees residing
outside of the D.C. Metropoliten srea.

b, We ralsed questions concerning ceriein references %o the
marrisge status indlcated -n the "D.C. Withholding Exemption
Certificate™ snd the use of the Inetructlions on the back
of the form having no relatlion to the front side. Further
checking by SIPS resulted in the form, as desizned by them,
being declared illegal by General Counsel. This form has
been withdrswn from the packege for further study.

c, On 3 June, we were advised thet »n Erployee Withholdlng
Form, W-h-E {vhich exciudes certain employees frow having
taxes deducted from salaries) was desizned by SIFB snd at
thix time will nob be submitted to Forms Management fov
further degign or review. The need for this new form was
vrouatt to the sttention of [ her he deliverea
the originel packape of drafts,
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d, Ten other forms have been reburned to S8IF8 for additional
review, reconsideration, ccordination and sc forth while
—is on leave during the week :f 8-12 June.

e. The Tive remsining forms have not been snalyzed or designed
as of this dste, (See attached status list for deteils,)

i, We are not at all surprised by the corrections necessary
to the proposed SIPE forms, This iz normal, end consistent with
our experience with all forms whether for manusl or autometed systems.

Our problen lies not in the designing of the forma but in the

eorrectness, legality, and woet importent the need for the form, or

the information on the form.

5, In our original memorandum to you on the forms time frame
The
above shows why we are so anxious to have time to anslyze these

for thie project, we sshed for a month in Forms Manasgement.

formn in depih,

Attachment:
Btatue List

DDS/SSS/RAE-baf (5 Jun '70)

Distribution:

Orig - Addressee
1 - RAB (Forms Mgt)
1 - HKK Copy
1 = Chrono

E.:§4;°309§90R000300030007-5
B8 3 5.
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FORME STATUS FOR SIPS PROJECT

Title

PEGLI and/or OPITONAL
PEGLI ELECTIOR

PEDERAL EXEMPTION WITHHOLDING
CERTIFICATE

B.C. WITHHOLDING EXEWMPTION
CERTIFICATE

D, WITHHOLDING EXEMPTION
CERTIFICATE

VA. WITHHOLDING EXEMPIION
CERTIFICATE

OTHER STATE WITHHOLDING
EXRPTION CERTIFICATE

U.B, BAVINGS BONDS AUTHORIZATION
FOR PURCHASE AND REQUEST
FOR CHANGE

CREDIT UNION BAVINGE ALLOTMENT

AUTHORIZATION FOR PAYROLL
DEDUCTIONS - INSURANCE

AUTHORIZATION FOR DISPOSITION
OF PAYCHECKS

LEAVE ADJUSTMENT INPUT
PAY ADJUSTMENT INPUT FORM
TIME AND ATTENDANCE

TIME AND ATTERDARCE
BATCH CONTROL

MASTER FILE INPUT
PAYROLYL, BATCH CONTROL CARD
INSTRUCTIONS FOR ISSUANCE (F W-2

o
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2
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Action

Final Dralt returned Lo BIPS 3 June

Finsl Draft returned tc BIPS 3 June

Wording on Form declered illegzal by OGC

Hold for further study by SIPS

Final Draft returned to BIPS 3 June

Pinal Draft returned to S8IES 3 June

Form canceled, small percentage <f em-
ployees 1iving cutside metropoliten area

Pinal Draft returned to BIPE 3 June

Final Draft returned &+ B8IP8 5 June

Pinal Draft returned to BIPS 5 June
Final Draft returned to SIPE 5 June

Finel Draft veturned to SIPE 5 June
Nz sction taken
Final Draft returned to SIEE 3 June '

e action taken

'

c achian taken

No acticon Taken

No action taken




